
INSTRUCTIONS: See Publication No. 76-AM-1 for instructions on completing this form. Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, I Attention: Schedulinq Section. 

FOR RECORDS MANAGEMENT USE -. .~ FOR AGENCY USE 1. Agency Address 
~~ 

Application Date ccmptroller Generdl 
Insurance Ikpartmmt 
%=IS License Division 
132 S t a t e  Capitol 

Date Received Date Completed Application Number 

__ .~ ~~ . 
~~ ~~ ~ ~ ~ 

~ ~~ ~ =~ -= ~1.::-------7~ ~ ~~ 

2. Person to Contact Working Title Telephone Number 

3. Action Requested 

656-2100 
.. .. . ~ ~ 

Assistant Deputy 
~~ 

~~ . ~... ~~. . 
Walt Krygier 

___._._ ~ 
-~ 

,b 
0 Establish Retention Schedule; hcord will continue to accumulate. 
U Dispose of present accumulation; no further accumulation anticipated. 

I. 
a. 
b. 
A- Amend ApplicationNo, ~ ? 6 : 3 $ - - -  Check One: Kl Chanse; q~-&pereycede; 0 Void ~~ ~ 

5. Records Series Title (followed by title used in off(ce; if different) I 4. Dates of Series 
Earliest Latest 

to date burance Agents License F i l e  (copy of license) 
- .  - ~ - 

What i s  the function of the Division and the Office in which this record series i s  created? 
L~ 

6. Division and Office Function t 
7. Record Series Description 

Documents relating to: 

This f i l e  contains the following documents (include form numbers and titles, if any): 
Attach samples of the file. 

Included are: 

.,& 

File i s  arranged: chronologically by  license year there sequentially by :. 

~- . Preprinted Nmber.' . . .  
~~ -- -. ~ 

8. Monthly Reference Rate 

One to six months old 

9. Annual Rate of Accumulation of Records 
Letter-size drawers ; Legal-:ize drawers -. . ;Shelves ; Other (specify1 

How often are records referredto which are: 
. ; Seven to twelve months old ; Thirteen to twenty-four months old 

- .  

twent$five ~~~ months and older-- - ~~~~ ' ?  ~~ ~ : ~- . 
. I  

. .  



.. _ ~ _  . ~. __-._l.. ... ....................... - ~ -~ 
-r . '4 I 

._ - ~  if^ not,whez_e-ibLt? ~ . ~ ~.~ ~~~~~ -~ ~- 

YES- N-O- lO~.-Ouestionnaire (Place an "X" in the prqer~3lumnJ ~. -___->-L- 
I 

a. I s  this the official copy of the series? 

b. Does the series knta in  coifidential information requiring security h a n d l i m o n .  

c. ls~this a vital record? ~ . ~ 

. 
,I 

i 
_I___ ~. - 

I ,  .. .......... ~ ._____I_ .  ~ - .- 

k e & e r e ? -  - ~~ ~ ~_._~.__~_~___I__ _- .- ._.~~____ 

regularli microfilmed?~ ~~~ ~ . ~~ , .  -~ ~~ 

- - er orintout ? 

..!The following requires the series to be kept: 

- _ ~ _ _ _  -.~.-years. d. Audit period -years. 
.years. e. Administrative need .-years. 

~- .--years. f. Federal retention instructions ~~ .-years. 

I Attach COP,~ or excert of laws or regulations. Explain administrative need. 

- _ _  
12. Approved Disposition Instructions This agency recommends that the file series be cut off a t  the end of each: 

0 Calendar Year; 0 Fiscal Year; 0 Other then, 

0 Hold in the current files area 
0 Transfer to local holding area; hold - ---year(s); then 
0 Transfer to State Records Center; hold __ 
0 Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

- month (s) __ year(s); then 

year (5) ; then 

, .  

1 

These instructions apply to all prior and future accumulations of the series. 

~~~ 

Agency HeadlDerignee *-- (Signape) -~ 1 ~ G D a t e  I Records ManagppentHicer (S@atum) I Date 

?/ Recomme ations in para- 
graph 12 are approved. 
(If disapproved, attach letter 
of explanation.) 



1 Off i ce  o f  Comptroller General  
Agents License  Div i s ion  
132 S t a t e  Cap i to l  r k l n i  tltle 

E S T A B L I S H  D I S P O S I T I O N  S T A N D A R D ;  D I S P O S E  OF P R E S E N T  A C C U M U L A T I O N ;  
R E C O R D  W I L L  C O N T I N U E  T O  A C C U M U L A T E .  N O  F U R T H E R  A C C U M U L A T I O N  A N T I C I P A T E 1  I 

Dates of S e r i e s  
Insurance  Agents License F i l e  (Copy o f  Agents License)  

* What is the  f u n c t i o n  o f  the o f f i c e  i n  which t h i s  r e c o r d  series i s  created? 
__-__ - -- 1975 t o  date - 

I s s u i n g  new agents  l i c e n s e s ,  renewing permanent l i censes , '  p rocess ing  a p p l i c a t i o n s  f o r  
t hese  l i c e n s e s .  Examining agents ,  conducting pre-hear ing  conferences and ho ld ing  fortnal 
hea r ings  on offending agents ,  p repa r ing  cer t i f icates  f o r  agents  being l i c e n s e d  as 
non-res idents  in o t h e r  states. I -  ' 

~ - ~- - -  -. 
11. This f i l e  con ta ins  the  fo l lowing  documents ( i n c l u d e  form numbers and t i t l e s ,  if any, 

and f i l e  arrangement) .  
Documents r e l a t i n g  t o :  L icens ing  insurance  agen t s  t o  s e l l  insurance.  
Included are: a c o m p u t e v e n e r a t e d  l i c e n s e (  no form number). 
F i l e  is arranged:  ch rono log ica l ly  by month. 

1 I AUXUAL R A T I  O? A C C U W U L A T I O I  1 0  -- 



19. Is t h e  s e r i e s  (or major por t ion  of i t) regular ly  microfilmed? If yes ,  why? [ 1 [ X I  

[ I  & I  i 
[ X I .  1 3 

20. Does the  record s e r i e s  brovide da ta  as input  t o  an EDP f i l e?  

21. Does the  record se r i e s -con ta in  docudieritation. produced as EDP pr in tout?  

22. Has t h e  Federal Government i ssued  ins t ruc t ions  governing t h e  retent ion/dispo-  

23. W i l l  t here  be ' a  need f o r .  t h ~ s e ' . r e c o ~ d s ~ i ~ , ' l 5  years  from now? I f  yes ,  &at? 

. [ 3 .-[XI ~. ', .: IJ .I 
.~ 

< < ' '  

~. .~ 

. .  . ~ . .  . . .  
. .  . .  . .. . .. - n . '  

si t i -on of thsse  f i l e s ?  ~' ' 

- .  . _ I  

.~ . 
. .. .. 

.[ 1 -[x 1 - - -- . .  . .  -- - 

24. REQUIREMENTS. The following requires  the  f i l e s  t o  be kept 1 yea r s  : 

a .  [ ]STATE b .  [ ISTATWE OF c.P]AUDIT, d. []FEDERAL e .  []ADMINISTRATIVE f .  [ ]HISTORICAL 
LAW LIMITATION PERIOD L A W  DECISION V A L S E  

(Ci te  Law, S ta tu te ,  or other reason for t he  retentior: rap i remen t )  
Audit s t a f f  suggested t h i s  record t o  be created t o  provide audi t  information. 

.~ -_ -_-____ - 
2 5 .  AGENCY R E C O m o N S .  This agency recommends t h a t  the  f i l e  s e r i e s  be cut  of f  at the end- 

of each -[]CALENDAR YEAR - [  ]FISCAL YEAR -MOTHER -ch (renewal pe r i o d )  ,then : 

( Indica te  b r i e f l y  rat ionale  fo r  recomnendations above/or write addi t ional  remarks) : I 


